Chapter 4 - Creating the Job Analysis and
Job Analysis Promotion Plan Template

Now that you have developed your requisition and have posted your announcement, you need to
open CPDSS to search for an existing Job Analysis Promotion Plan template or create a new
template for your vacancy. A Job Analysis Promotion Plan template is the tool that performs the
Ranking.

In|

From the Main CPDSS screen select the following button

ﬂEFDSS - Civilian Perzonnel Decision Support System

File View Actions Toolk Heports Help
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OR you can initiate the Job Anaysis Promotion Plan Template from Start using the following
steps: (if you are not currently logged into CPDSS you will be prompted for your login and
password)

| Step 2
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Below is a review of the Main Menu Bar options and the Tool Bar buttons:

This button

Enables you to....

The equivalent Main Menu
command is ......

Bl

Create a New Job Analysis
Promotion Plan Template

File> New Job Analysis Promotion
Plan Template

Open up an existing Job
Analysis Promotion Plan
Template

File > Open Job Analysis Promotion
Plan Template

Save Job Analysis Promotion
Plan Template.

File > Save Job Analysis Promotion
Plan Template

@ | |D &

Generate a reportin a
separate window detailing the
attributes of the template.

File > Report

Create or edit a new or
existing Job Analysis
Information Window

Edit > Edit Job Analysis Information

[EHE

Delete the current Job | File > Delete Job Analysis Promotion
Analysis  Promotion Plan | Plan Template

Template.

Give Information about the | Help > About Job Analysis

Job Analysis Promotion Plan
Template

Promotion Plan

% |[=

Acquire information on any
part of the template where
you place the question mark.

Help> Help Topics

N/A

N/A

View > Tool Bar or Status Bar

N/A

N/A

File > Save Template As.....

Note: When this function is used,
the name of the original template will
populate the notes section of the
new template.

N/A

N/A

Change Status > Test to Approved
or > Approved to Archived. This
functionality will not be granted to all
staffing specialist.
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Template Status: Indicates the status of the template and the last
date it was modified. A template can have one of three statuses:

Test: A template will start out in a TEST status when it is initially
created. A template in this status may be changed as frequently as
desired. Templates in a Test status are assumed to be in a
developmental stage. Templates that have not been approved should
not be used to rank/rate candidates. A template can be ARCHIVED
when no longer needed, once approved.

Last Modified: While the template is in a TEST status this
box will indicate the date and time that the template was last modified.

Created: These two windows indicate the person who
created the template and the date and time the template was created.

Approved: The template may be promoted to an APPROVED status
by someone with the appropriate permissions. Templates with an
Approved status have been reviewed by a senior personnelist and are
available for everyone to use in scoring candidates. These two
windows indicate the person who approved the template and the date
and time the template was approved.

Archived: Templates are promoted to ARCHIVED when they are no
longer useful for ranking/rating candidates (i.e. skill code changes, etc)
but, need to be retained as part of our case file/ audit trail (in case of
litigation). An Archived template should never be used to rank and
rate candidates. These two windows indicate the person who archived
the template and the date and time that this was done.

— Template Status
| TEST
— Last Modified
— Created
I cpdez
I 03-MaATY-2000 1919
— Approved
— Archived

Opening an Existing Job Analysis Promotion Plan Template

Click on the “Yellow’ Open Folder or use the Main Menu command: File> Open Job Analysis
Promotion Plan Template. A listing of all Templates will appear on screen.

IB{ Untitled - Job Analysis Promotion Plan

File Edit “iew Change Statuz Help

= | = | Bl =
D eS| il =] 2|
Joh Analysis Promation Plan T emplate Name Career Program Name ~ Template Status
| TEST
I _I I _I Last Modified
i~ Template Elemen
Active IEIemenlNams I [LEES PUiFIlSI % I I
—Created———————
| GILL
[ TeJunzmzozas
—Approved ————————————
i~ Template Mal I
;I Archived
=
| & moen) Pooey | B ooes | $¥pooes | @ ooes) | $ooes | B ooen | EE sTon |
s 57020 | B¥stoa) | G istod) | Elstos) | iiwoptn | 0 wera | G woPta | 8 woPre | 0 mPTs) |
Soete) | Biwern | 20wty | 0 pere |80 memo | 20 oemiy | B opmiz | 20 memia)
P oPT14) | 0 oPT15) | 0 wET) | S INTERNAL) | 0 @PPR)

[For Help, press F1

R Ry

44



To open a template, simply click the left mouse button on the desired template and then click on
the OK button to open the template, or double click on the selected (highlighted) template. Click
the Cancel button to cancel the action of opening a Job Analysis Promotion Plan Template. To
help locate the desired template the template list may be sorted by any of the columns by simply
clicking the left mouse button the desired column header. An up arrow on the column header
will indicate that the list is sorted in ascending order and a down arrow on the column header will
indicate that the list is sorted in descending order. Clicking on the column header will toggle
between ascending and descending sorting methods.

[ Fiter Job &nalvsis Promation Flan Templates
Career Program i | Template Mame | Statuz | Owner | Modified Date *]
Unknown (35-0081-08-EXT-4CG-5T-FIRE PROT...  APPROVED lopezi 1444472002 1221
Unknown G5-0081-08NT-B-0BWw-SUPERVIS..  TEST MARSHD 26-JUN-2002 05:15
Urkpiawr 5-0051-08NT-4Bw-8F-SUPY FIRE..  APPROVED MORETONY 17JUN-2002 16:07
Urknawn G5-0051-08NT-4BWw-8G-5UPY FIRE...  TEST LLUEYA 1BJUN-2002 1439 —
Unknown (G5-0081-08NT-4EW-5T- SUPY FIRE... TEST ZIGMOMDE 214452002 11:05
Unknown (35-0081-08NT-4BwW-5ST-LEAD FIRE..  TEST TACKETTH 30-4PR-2002 0856
Urknawn G5-0051-08NT-ABW-ST-SUPERVIS..  TEST TACKETTH 1844R-2002 0715
Urkpiwr 5-0081-084MT-ACG-5T -FIRE PROT...  TEST ZIGMONDE 01-4PR-2002 13:34
Urknawn G5-0081-084MT-ACG-5T-FIRE PROT...  ARCHIVED OMNACKIM 26-JUIN-2002 07.00
Unknawn (35-0081-08INT-4CG-5T-FIRE PROT...  TEST ZIGMOMDE 284472002 0314
Unknown (35-0081-08NT-4CG-5T-FIRE PROT..  APFROVED lopez 28-5EP-2001 11:.04
Unknawin G5-0081-08-INT-ACG-5T Fire Pratectia..  ARCHMED ternplate 08-MAY-2001 10:06
Urknawn (35-0081-09,EXT ACCST FIRE PROT...  TEST DIXOMNW 30M0Y-2001 0812
Uinknown (G5-0081-03-DEU-ACC-5T-Fire Praotecti..  TEST antaniow 17-0CT-2001 15:?8 _lj
1 4
Cancel

If this is not enough to help locate the desired template, then a filtering option is available that
restricts the templates shown in the list to only those templates that match the criteria entered in
the Template Filter Window.

To filter the list of templates in the Open Job Analysis Promotion Plan Template Window simply
click the left mouse button on the Filter Job Analysis Promotion Plan Template check box. The
Template Filter Window will appear. In this window you have three options for refining the list of
templates using wildcard patterns and three options for refining the list of templates using a
template status. To refine the list using wildcard patterns simply type in the entire name or a
partial name with a wildcard pattern for the career program, and/or the template name, and/or
the template owner. There are two special characters that my be used with as wildcards:

%: Place a percent sign in the value to match zero or more characters. For example
CA% could be used to match CAT, CART, and CALIFORNIA. Also CA%T could be used to
match CAT, CART, CARPET, etc.

_. Place an underscore in the value to match a single character. For example _AT
could be used to match BAT, CAT, MAT, etc.
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You may also further refine your search by clicking the left mouse button on any of the template
status fields in which you are interested. If the template status has a check mark beside it, then
only templates of that status will be examined for a possible match. Clicking the left mouse
button on a status field will toggle the check mark on and off. If you select more than one status,
they will have the effect of being OR’ed together. For example if TEST and APPROVED status
fields were checked, then all templates of status TEST or APPROVED would be retrieved.

Clicking on the OK button will return you to the Open Template Window with the filtered list of
templates that matched your filter criteria. Clicking on the Cancel button will cancel the filtering
operation and return you to the Open Job Analysis Promotion Plan Template Window.

Template Filter

Career Program katch

Template Mame Match

IGS-DED‘I%

— Template Status Match

" TEST

Owner Match ™ ARCHIVED
oK I Cancel

Changing the Template Status
You can change the template status, depending on your privileges, by selecting “Change
Status” from the main menu. The following dialog box appears when “Change Status” is
selected. This will identify the templates current status and allow you to change it to the next
option:

Test to Approved or

Approved to Archived

If desired, you can add additional comments or notes then click <OK> to approve or archive the
template.

Change Status of Job Analyziz Promotion Plan Template 7 <]

—Job Analysiz Promaotion Flan Template [nformation

Job Analpziz Promotion Plan Template Mame Career Program M ame

Change Status from TEST to APPROVED

— Approver Information

I GILLJ 18-1UM-2002 10:22

— &dditional Comments / Motes

] =l

Carcel |
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Experience History

Resumix

CPDSE

Status Bar

\FmHelp, piess F1 TF J &

The status bar is displayed at the bottom of the Job Analysis Promotion Plan main window. To
display or hide the status bar, select View > Status Bar.

The left area of the status bar describes actions of menu items as you use the arrow keys to
navigate through menus. This area similarly shows messages that describe the actions of Tool
Bar buttons as you depress them, before releasing them. This area is also a status indicator that
will frequently indicate the action being performed by the Job Analysis Promotion Plan program.
It may have words stating what the program is doing and/or a progress bar indicating the
progress of the program in its current action.

The right areas of the status bar indicate the databases to which Job Analysis Promotion Plan
connects. Each pane will have a Ball that will change colors to indicate the following status:

Indicator Description

GRAY The database is not currently connected to.

YELLOW The database connection is currently in progress.

GREEN The database connection has been achieved and is currently opened.
RED The database connection was lost or could not be achieved.

Assigning a Template Name

In the “Job Analysis Promotion Plan Template Name” field, type the name of your template (all
letters capitalized) with dashes between each field. The naming convention for the Job
Analysis Promotion Template is as follow:

Internal/External Staffing: Pay Plan (2) - Occ Series (4) - Grade (2) - INT (Internal) or
EXT (External) (3) - Primary Skill of Position (3) - ST for Standard or BASE ID (2)-TITLE
(Example: GS-0201-11-EXT-AGV-ST-PERSONNEL MANAGEMENT SPEC ). There will be
a team of specialist identified to develop Standard Templates that can be used to rate and/or
rank your match list of candidates. Standard templates will use the same naming convention
except the letters "ST” will be used instead of the Base ID. This will help you find the
template at a later date.

DEU: Use instructions in the DEU Procedures/Training Guide. (GS/0318/DEU/4V/DPM)

NOTE:

AFMC and USAFE will also be creating templates for MAJCOM wide use, these template
will have the MAJCOM ID inserted where the “ST” is on the standard templates:

USAFE example GS-0201-11-EXT-AGV-3K-PERSONNEL MANAGEMENT SPEC

AFMC example GS-0201-11-EXT-AGV-1M-PERSONNEL MANAGEMENT SPEC
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Choosing a Career Program

Click on the down arrow button beside the Career Program Name field to display a list of

valid Career Programs.

Click on the desired Career Program.

“Unknown

i8] G5-0318-05-EXT-ANT-9K-SECRETARY [04) - Job Analysis Promotion Plan

If not associated with a Career program, select

File Edit “iew Change Statusz Help

[ ||| ol =1

= dhd

Job Analysiz Promotion Plan Template Mame

Career Program Mame

— Template Status
| TEST

[G5-0318-05ExT-ANT-9K-SECRETARY (04] =] [Unknown
— Template Elements Logistics — Last Modified
Ach [El M M anpower | 18-JUN-2002 0742
S Smert Hams Military Personnel
YES (OPTH)--J0B RELATED SKILLS [SKL3) |Program Management - Created
Public Affairs | GILL)
Safety
Scientist and Engi
Sglci:‘rllti sreEnanest | 18-JUN-2002 07: 41
Services
Special Investigations _
| Trairing and Instructional Susterns Approved
— Template Mot I
=
_I Archived
=
[DOET) 2% ooez) | B ooen | B ooes | B ooes | 8 ooes | 8 ooen | [5TD1)
o2 | EEemoa | Elcos | EEcos | i wort3) | 20 orte | i oPTs
wopta) | B woPra | opti) | wemiz | oPTiE |

i [OPT15)

| 1 pET) |

S (INTERNAL)

APPR) |

|[For Help, press Fl

@ @ @ @ g
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Creating a Job Analysis/Job Analysis Promotion Plan Template Report

To create the job analysis click on the Edit Job Analysis button The Job Analysis
Information Window will be displayed.

Caution: Be sure that your requisition is
open on your desktop before proceeding.

Job Analysis Information E |

Name of Creating Staffing S pecislist = [ ox |
foster, Aefuges = —
Narne of Subject Matter Expert | Foster, Refugee ance

FOSTER, REFUGEE
FOSTERA.REFUGEE
[Bost Gualiied Desarplion Franklin, Krisana

Eest Qualiied Description Frawol Eladen

Franberg, Stepharie
Furke, Diare
FROTESTON, FXOTESTON
Gaines, Jackie

Gislarza, Joel

Gallegos. Roy
Gamez, Jerrifer
GARCIA, ADOLFO J
Garcia, Adolpho
Major Job Requirements Garcia, Cynthia

Gisrcia, Cynithia nmi
Giarcia, Elvira

Garcia, Yolanda
Garcia-Msza, Dora
Giarza, Hortense
GAWTHROP, TERRY
Cieary. Julis

Gormez, Esther
Gomez, Terssa
Gionzales, Edward
Gonzales, Monica
Gionzales, Drlanda
Giood, Patsy
[Enowledge. Skils, and Abilities (KSAs) Gooden. Roy
Gioodwin, Shawn
Giordan, Elizabeth
Gray, Linda
Gregory, Jeffen
Giregony, Karen
Grissom, . anst
Grossman, Mary

Guillory, Dorenda

Gutierrez, karia
H7wPERS01, HAWPERSD]
H7WPERSD2, HAAPERS,
H?wPERS03, HAWPEREDS

Copy from RES UMIX Reguisition Job Description |

L)«

ST=T=TaT

Fill in the “Name of Creating Staffing Specialist” by typing it or by selecting from the drop-down
menu. The “Name of the Subject Matter Expert” must be typed. Click on <Copy from Resumix
Requisition Job Description> (button at the bottom of the screen) to import the information
previously placed in the description area of the Resumix requisition. If it is not open you should
select the “Choose Other Requisition” button as indicated in diagram below.
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Notice that the text contained in the description area of the requisition has been
inserted. You will use this information to identify your Major Job Requirements
(MJRs) and the KSAs needed to complete the job analysis.

ht Text to be Co ate Button

Chaose Other Aequisition(s) |

[From DMMAYERT 0536832361 05 ... =
SALARY RAMGE $25101 - $32635

THIS POSITION IS & FULL TIME PERMANENT POSITION

The position provides executive secratarial and administrative support to the base dental surgeon, dental superintendent, dental officers and NCO's. Fiecsives call
and grests visitors. Provides dental appointment statistisal data and supporting documentation to crganizational commanders. Maintains the base dental surgeons
calendar, using judgment in establishing priorities. Receives incoming corespondence directed to the dental service, sereens material for suspense dates and
establishes contrals for the base dental surgeon and superintendent to insure compliance with suspense's, cuent palicies and procedures, praper farmat, grammar
and typographical accuracy. Quality contiols ol Records of Dental Attendance farms requiing knowledge of the A Force procedural accounting system through
which lass of dental pracedures are identified and precluded. for accuracy pricr to inputting statistical data and technical infarmation far input into the autamated
report processing system. Provides administrative support far the Dental Quality Assurance/Risk Management Coardinator

1. Knowledge of the base dental surgeon's respansibilities, pricrities, commitments, policies and goals as they pertain ta higher and lawsr schelons of cammand

Knowledge of an extensive body of rules and procedures as they relate to the clerical and administrative functions of the Dental Service and the Hospital

. Knowledge of spelling. arrangement. grammar. required formats. and specialized dental terminology.

B W M

. Knawledge of the filing systems and a multitude of references. handbocks and warkbacks used and maintained by the base dental terminalagy.

5. Knowledge of the filing systems and multitude of references, handbocks and workbaoks used and maintained by the base dental surgson and the dental
professional and ancillary staff in order to classify, search for, and dispose of materials

E. Skill in operating a twpewriter or computer/work, processing equipment. A gqualified twpist is required (40 %W/FM). Skill in computer operations is a must.
“RESUME AMND SELF-MOMINATION MUST EE RECENED BY THE CLOSING DATE OF THE AMMOUMCEMEMNT. "

“FOR FULL %ACARCY AMMOUMCERMEMNT. INMCLUDING QUALIFICATIONS AMD OTHER REQUIBEMENTS. GO TO:

hittpe £ Avnana usajobs. oprh aorAnfiicdjobsAL htm"RESUME AND SELF-ROMIMNATION MUST BE RECEED BY THE CLOSING DATE OF THE
AMMOUNCERMEMT *

“FOR FULL “ACAMCY ANMOUNCERMEMT, INCLUDING QUALIFICATIONS AMD OTHER REQUIREMENTS, GO TO
hittp: /A, ugajobs. opm. govAwfiicjobsALUDT B3 htm

Best Qualified Dascription Maior Job Requirsments

Notice the three sets of buttons at the bottom of the window:
- Best Qualified Description,
- Major Job Requirements, and

- Knowledge Skills and Abilities (KSAS).
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Chaose Other Requisition(s)

To add the MJRs to the Job Analysis Window, highlight the major duties to be added then click the
<Add> button located beneath “Major Job Requirements.”

Highlight Text to be Copied and Click Appropriate Button

Fram 01MAYEX>T 053683238105 ;I
SalLARY RAMGE $25101 - $32635
THIS POSITIOM 1S A FULL TIME PERMARENT POSITION

1. Knowledge of the base dental surgeon's responsibilities, priorities, commitments, policies and goals as they pertain to higher and lower echelons of command.

2. Knowledge of an extensive bady of rules and procedures as they relate to the clerical and administrative functions of the Dental Service and the Hospital
3. Knowledge of spelling. arangement, grammar, required formats, and specialized dental terminology.
4

Knowledae of the filing systems and & multitude of references, handbaoks and warkbooks used and maintained by the base dental terminology

o

. Enowledge of the filing systems and multitude of references. handbooks and workbooks used and maintained by the base dental surgeon and the dental
professional and ancillan staff in order ta classity, search for, and dispose of materials

E. Skill in operating a lypewriter or computer/work processing equipment. & gqualified typist is required [40 W PH]. Skill in computer operations is a must.
"RESUME AND SELF-MOMINATION MUST BE RECEIVED BY THE CLOSING DATE OF THE ANMOUNCEMEMT."

“FOR FULL YACAMCY ANMOUMNCERMEMNT., INCLUDING QUALIFICATIONS AND OTHER REQUIREMENTS, GO TO

hitp: £ v usajobs. opm govvfiicjobs L htm"RESLIME AND SELF-NOMIMATION MUST BE RECEIVED BY THE ELDSING DATE OF THE
(ANMOUNCEMENT.!

"FOR FULL %ACANCY AMNOUMCEMENT, INCLUDING QUALIFICATIONS AND OTHER REQUIREMENTS, GO TO:
hittp: /A, ugajobs. opm. govAwfiicjobs/1LD1 B3, htm

Add | Undo | Add Undo | Add | Undao |

— Best Qualifieq Description———————————— "MainrJnh Refuirements————————————— "Knnwledge, Skills, and Abilities [KSAS]—‘

To add the KSAs, highlight those to be added then click <Add> located beneath “Knowledge,
Skills and Abilities (KSAs).”

If you have a Best Qualified Description, highlight that information, then click <Add> located
beneath “Best Qualified Description.”

NOTE: You will be given the opportunity to type additional information in the MJR, KSA, and Best
Qualified field at a later time if the information isn’t currently available to pick from on this screen.

The Choose Other Requisitions button is available for use if you do not have the appropriate
requisition open. This option will provide you a drop down menu (illustrated below) of other
Resumix requisitions from which you can access to create your job analysis.

Select RESUMIX Requisition{s) [ =]
| Requistion [ Fecuier [ Job Titie [ T |
OOMAEENDNES Cranford, Kathy LABORER -
004KSU007303 Ball, Sidonna MATEREALS HANDLER [FORKLIFT OFERATOR] GENERAL e ;
DO4KSYI0R00E Bell, Sidorma DESK CLERK
004LCEQOZNS Means, Maron MAINTENANCE MECHANIC
(04LDPO02E1S Meanz, Maron COMPUTER ASSISTANT
004LDPOOZH D Means, Manon COMPUTER ASSISTANT
O04LDPO4IST Cominelti, Angela COMPUTER ASSISTANT
COALDPO4073 Means, Mamon OFFICE AUTOMATION CLERE
GMODPO07033 Becker, Cynthia CLERK
(040MDO03443 Ortiz, Jesze CLERK
004w/0000M628 “wpiman, ielody CUSTODIAL WORKER
00400004336 luman, Melody TELEPHOME OPERATOR

Click <DONE> after you have identified the best qualified description, MJRs and KSAs.
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This will bring you back to the Job Analysis Information Window. If needed, you can manually
type additional requirements. When all information is accurate and complete, click <OK>. This
will return you to the main Job Analysis Promotion Plan Template screen.

Job Analysis Information

Mame of Creating Staffing Specialist: IG”-L JAMET j ()8 |
Narme of Subject Matter Expert. [GEORGE WASHINGTON Cancel |

Best Qualified Description

Candidates who score the highest are among the Best Qualified.

Major Job Requirements

The pozition provides executive secretarial and administrative support to the base dental surgeon, dental superintendent, dental officers and MCO's, Heceives;l
call and greets wisitars.  Provides dental appointrent statistical data and supporting documentation to organizational cormmanders. Maintains the base dental
surgeons calendar, using judgment in establizhing priorities. Receives incoming corespondence directed to the dental service, screens matenial for suzpense
dates and establishes controls for the base dental surgeon and superintendent to insure compliance with suspense's, current policies and procedures, proper
farmat, grammar and typographical accuracy. Quality controls all Records of Dental Attendance forms requiring knowledge of the Air Force procedural

acecounting system through which loss of dental procedures are identified and precluded. for accuracy prior to inputting statistical data and technical

information for input into the automated report processing system. Provides administrative support for the Dental Quality Azsuiance/Rizk Management

Coordinatar.

[Knowledge, Skills, and Abilities [K5és)

2. Knowledge of an extensive body of rules and procedures as they relate to the clerical and administrative functions of the Dental Service and the Hozpital.
3. Knowledge of speling, arangement, grammar, required formats, and specialized dental terminology.
4. Knowledge of the fiing systems and a multitude of references, handbooks and workbooks uzed and maintained by the base dental terminology.

5. Knowledge of the fiing systems and multitude of references, handbooks and workbooks uzed and maintained by the baze dental surgeon and the dental
professional and ancillary staff in onder to classify, search for, and dispose of materials.

E. Skill in operating a typewriter or computer/work, processing equipment. & qualified typist is required [40 W) Skill in computer operations iz a must,

Copy from RESUMI< Requisition Job Description
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Choosing Your Template Element

At the bottom of the screen you will notice several Elements. We will use <OPT9> to fill external
positions and <INTERNAL> will be used to fill internal positions. (Note: If filling a DEU job you
will use <OPT9> and <VET>. The remaining elements are reserved for Career Program use.

ELEMENT BUTTONS: These buttons correspond to the elements that are available for insertion
into the templates allowing you to set certain attributes of the element including whether or not
the element will be active, the maximum points allowed for the element, and the rules and
restrictions for the element. See Attachment 1 for a listing of the clear text name and brief
description of each element button.

G5-0318-05-EXT-ANT-4W-SECRE TARY [DA] - Job Analysis Promotion Plan M=

File Edit ‘“iew Change Statuz Help

MER| &5 =
DS | Z| | 2%
Job Analysis Promation Plan Template Mame Career Program Mame — Template Statuzs
IGS-E|31S-DE-EXT-.&NT-4W-SECHETAHY [O&) j IUnknown j I TEST
Last Modified
— Template Element
Aictive | Element Mame o | Max. Points | 4 | I
— Created
| GILL)
I 18-JUN-2002 17:06
— Approved
— Template Note: I
;I — Archived
El

{ poe) |
5702) |
- [OPTE) |
@PT14

[OPTE)
[OFT15)

[For Help, press Fi @ 9O W4
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External Recruitment - (OPT9)
This section will cover the steps used to complete the Job Analysis Promotion Plan Template
using Resumix skills.

Click <OPT 9> to display the following screen.

W} - JOB RELATED SEALS {513} 3 - il A

Teguplsts I orrestiory

| (a6 B0 EXT-AMT-S ECRETARY 041 | Unkncas | TEET

[IDFT31 - 08 RELATED SKILLS [=L3) Hasnn Ponts: [0 I U ihis dlermenit

- Eleresrd Dlewciipiion -

This Job Anawas Fromotion Flan Template s emerd sloses vou o check orspscifc job mlsisd o lechric el 76k soed insn snckeess's Femiee sk tsbls and o szagn poin s s enpiosss hs = Step3
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Follow the steps below to complete the Job Related Skills Window:

Step 1: Creating Element Rules:

Assign - This field allows you to choose the number of points you wish to assign to the
element rule. We normally start at basic eligibility by assigning 1 point.

Points for — This field allows you to choose how many occurrences of matching Resumix
skills for a candidate are required in order for the assigned point value to be applied.
Select from the drop-down menu using the following options:

0 ALL - Allows you to apply the point value for the rule only if all of the Resumix skills
selected are matched.

0 ANY ONE - Allows you to apply the point value for the rule if any Resumix skill
selected is matched.

o NUMBER — A number can be placed in this field instead of making a selection from

the drop-down menu. The number will represent how many skills must be matched
by the applicant in order to match this rule.
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For Rule #1 insert “1” point and select “anyone” as the operator.
Step 2: Importing Resumix Skills - Click <lImport Skills List>. The following options Menu will

appear. ) L
Pull skills from the requisition, job

: description that is open on your desktop.
[Eaptune; franm B ES R Losate fainda / ) " penony P
. _— Provides a drop-down menu to select an
Estract from Open RE SUK = Requisition unopened requisition. Skills are pulled
Extract from Other RESUMI< Bequisiionfs].. ___—+——— from the job description of the

requisition selected.
E stract from Best Qualfizd Description

Estract from Major Job Requirementz
Estract from Enowledge, Skillz, and Abilities [K5Az]

Pull skills from the MJRs or KSAs copied to the Job
Analysis Promation Plan Template.

E stract from Free Form Texst... Provides adialog box for typing or pasting
R text for extracting skills.

For illustration purposes, we will be using the Extract from Major Job Requirements (MJR) option.
When we click on this option, the Resumix skills extracted from the MJRs will be imported to the
skills area of the (OPT9) Window. CPDSS will get the MJRs from your job analysis and process
them through the Resumix Knowledge Base to extract skill, and insert these skills in the value
box for your use. To insure you have a comprehensive skills list in which to choose from you will
also want to extract skills from the Knowledge, Skills, and Abilities requirements (repeating the
same procedures above). These skills will be added to the skills area of the (OPT9) Window.

Caution: When you extract skills from the MJRs and KSA areas you have a direct link to your
Job Analysis. However, if you extract from either the open Resumix requisition or other Resumix
requisition you may be using skills that are not linked to the MJRs and recruitment KSAs used in
your Job Analysis. To avoid this and to maintain the validity of the ranking criteria, you need to
return to the Job Analysis template and type an additional KSA elated to the skill that was
extracted.

[OPT3) -- JOB RELATED SKILLS [SKL3)

Stepl

 Template Infarmation
[ E5-0318.05EXTANT-3K-SECRETARY [0A] | Unknown [ TEST
I[DPTS] -JOB RELATED SKILLS [SKL3) tdazimum Points: |4 ¥ Use this element?
~ Element Description
This Job &nalysis Promation Plan Template element allows you to check for specific job related or technical skills stored in an emplayee's Resumix skills table and to assign points if the employee has
anw ONE of the skills listed on that line. Because this optioh gives paints far only the highest value which an emploves can meet, it has the effect of "grouping” candidates like a PLF. [See Optional =
~ Element Rul Step 3
2T =] pointsfor fanv ONE =] Skills Jin | [Eralefs]
2 Assign |2 \Lm;lmw ONE =] Skills M =] [Eve Y
3 Awsian [3 =] poirtsfarer OME 7] Skills IN | [Avaluei)
4 Assign |4 = paints far [ALL =l Skills IM [
iz Bl [N Bapure frorm HEGUIN %) Losate s indov
—0R Logic Estract from Open RESUMIX Requisition Step 2
% [ata Field Lol @zt Extract from Other RESUMIX Requisitions). ply To Fiule
1 [Resumix Education Level =] [GREATER THAN OR EQUAL Extract from Best Qualified Description =
2 I ;I I Extract from Major Job Requirements —E
Extract from Enowledge. Skills. and Abilities [K5As)
9l =] =] Jo-vall — =
Extract from Eree Form Text..
‘o =l Ejfo-valiere = i [=1
~AND Logic
# Diata Field Logical Operatar Walue Apply Ta Bule/0R Logic
1 I =] | =] Jo-valuels) =] [o-valuels] =
2 = =] [o-valuets) [=] [0-vaiusis) =l
3] =] =] o-valuels) [=] [-vaiueis) =l
4 = =] [o-valuets] [=] [o-valuels) [=
ok | Cancel
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Step 3: Click the down arrow on the value box. A drop-down menu of Resumix skills extracted
from the KSAs will be displayed on your Job Analysis Promotion Plan Template.

Step 6

(DPT9) -- JOB RELATED SKILLS [SKL3]
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who may meet minimum qualification/basic eligibility requirements for your position.

Step 5 Repeat Steps 1 through 4 as necessary until you have an adequate amount of rules to
identify those candidates that meet:

Minimum Qualifications/ Basic Eligibility
Better Qualified
Best Qualified

NOTES:

1. The Element, Option 9 (OPT9), must contain a minimum of one Element Rule. 1t is
recommended that no more than five rules be used.

2. To select more than one Resumix skill, click on the first desired skill, depress
the ‘shift’ key, then click the last desired skill in the row. This action will place a
check in all intervening skills on the list.

3. You can deselect a skill by clicking that skill a second time.

4, The further down you go through the elements, the closer you should be to
identifying the best-qualified candidate.

Step 6: Once you have completed all Element Rules, place the number of points assigned to the
highest Element Rule into the Maximum Points field. (In the above example, the Maximum Point
value is 4.) Click on the “Use this element” field. A check mark will appear in the box. This
indicates the Option 9 (OPT9) element is active in the Job Analysis Promotion Plan Template.

OR and AND Logic:
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The OR and the AND Logic blocks located at
the bottom of the (OPT9) Window, consist of

the following:
Restriction Data Field Anply To Rule
Sk | This window allows you to choose to which element
This window allows you to select the data field fa rule lineg you wish to apply the Disjunctive Restriction
which you wish to add # restiction. You may select | (QRdLUQ'C)d“”E- th“ Taﬁf i”&erathned;?}:”hert'“mde
any data ield fiom the pul-down st The specia | e It Voo e entat 2 b
e . ine number to the list. Yau may enter any number of

59'@“9” ICLEAR RESTRICTION W|||Iremwelthle 1 valid elernent rule lines. Also you may choose the
testriction Ine from the element. The entire restriction 1 ALL selection which will apply the disjuncive
line will be deleted. restriction line 1o all element rule lines.
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Restriction Logical Operator

This windaw allows you ta select the desired aperatar o be applied on the value sat from the
pul-down list. The aperatars available to you will be a subset of the following;

Single Yalue Operators (allow you to enter or select only ane value)

+ EQUAL: Anything that s axactly the same as the valua is
cansidered 3 match

+ NOT EQUAL: Anything that is not exactly the same as the value is
cansidered a match,

+  GREATER THAN: Anything graater than the valua is considered a maich,

+ LESS THAN: Anything less than the value is considersd  match

s GREATER THAN OR EQUAL:  Anything that iz greater or squal to the value is
cansidered 3 match,

Restriction Value Set

This window allows you to select the value or values on which
you wish to compare the value for the candidates using the
selected rule operator. If this window is an agua-blue color,
then you restricted to only values from the pull-down list.
Otherwise, you may enter the values in the window and they
will be automatically applied to the value set. Clicking any
other contral in the dialog box will apply the value you entered
to the value set. Likewise you may simply press the Insert key
to apply the entered value to the value set. Pressing the Delete
key will reset the value set to zero members. Depending on
the operator chosen, you may be able to choose only one value
or multiple values. If the pull-down list has checkboxes on the
left, then you may choose multiple values. Clicking the mouse
button on a walue in the pull-down list will toggle the checkbox
for that walue. Only those walues with a check in the checkbox
will be applied to the value set.

(Thisisa partial list only)

NOTE: The “?” mark on the top right hand corner

of your screen can be use to obtain

context help screens (like the ones you see above). Clicked and drag” the “?” mark to any

area on this screen to view the context help screens.
Data Field:
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This Field allows you to add a restriction to one or more of the Element Rules. This field extracts
data from the tables located in Resumix, Modern DCPDS, and the Experience History databases.
(Example: Appointment Type pulls from Modern DCPDS, Typing Speed pulls from Resumix, and
Civilian Skill pulls from Modern DCPDS and Experience History.) See Attachment 2 for a listing of
options.

Note: The special selection *CLEAR RESTRICTION** will remove the
restriction line from the element. The entire restriction line will be deleted.

Logical Operator:
Select the desired operator to be applied to the Value field. This selection must be completed
prior to input of the Value Set (discussed below).

Value Set

Select the appropriate \alue(s) from the drop-down list if this field is blue. Otherwise, you must
type the value(s) to be applied to this field. See Value Set information on the above illustration for
more details.

Apply To Rule

This field allows you to select the Element Rules that you want the “OR Logic” applied to. You
may enter one line number, multiple line numbers or select ALL to identify the element rules that
this “Data Field” will satisfy as a substitution for experience requirements reflected in the Element
Rule(s). Type the line number in the field, and press the Insert key to add the entered line
number to the list. You may also choose the ALL selection to apply the “OR Logic” to all of the
Element Rule lines.

OF Logic
i [rata Field Logical Operator Value Apply To Rule

1 |Resuniz Education Level [~ | |GREATER THAN DR EQUAL | [1-valueis) [=]
2 I j I ﬂ ID-vaIua[s] I;l II]-vaIuE[s] ILI
3 I j I j |D-value[s] |;| |D-value[s] ILI
4 I j I j ID-valua[s] ILl ID-valuE[s] ILI

“AND Logic” values are entered in the same manner as “OR Logic”. The only major difference
is in the Apply to Rule/OR Logic.

Apply To Rule/OR Logic
This field allows you to apply “AND Logic” to the line(s) of the Element Rules, the “OR Logic”
lines, or a combination of the two using one of the following:

To apply “AND Logic” to Element Rules, type an ‘R” plus the rule line number and press
the Insert key.

To apply “AND Logic” to “OR Logic” statements, type an ‘O” plus the “OR Logic” line
number and press the Insert key.

To apply “AND Logic” to all Element Rules select “RULE All” from the drop-down list.

To apply “AND Logic” to all “OR Logic” lines select “OR All” from the drop-down list.

.AND Logic
D ata Field Lagical O perator Walue Apply To Rule/0R Logic
1 [Eligbilty Status = [equaL =l [=] [o-valuels) [=
2 I j | ﬂ |El-va|ue[s] |L| Line Humber
3 - + | [0-valuels) +1 OORALL
4 | ]| =] [Bvales I~ CIRULE ALL
I j I j |D-value[s] ILI
i

Step 7: Click <OK>. This will return you to the Main Job Analysis Promotion Plan Template
screen.
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Saving Your Job Analysis Promotion Plan Template
Once you have completed your Job Analysis Promotion Plan Template you need to save the
template by:

Clicking File > Save Job Analysis Promotion Plan Template or

Clicking on the Save button. H

When you want to make changes to an existing, template that has an approved or archived
status, you must use File > Save Template As. This feature allows you to make a copy of the
original template. The template will be in a test status that you can then modify to meet your
specific needs. (This feature will prompt you to name the new template and allow you to make
changes.)

Enterlng Template Notes:
Place your cursor inside the Template Notes Box.
Type in the desired comments. This box can be used to identify qualification
requirements (Education Substitution, TIG, Physical Requirement, Quality of Experience,
OPM Standard etc.) or any other pertinent information.

NOTE: When the “Save Template As....” function is used, the system
automatically generates a message identifying the original template from
which it was created and deletes any notes that were on the original
template.
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Step 1

DEU Recruitment - (OPT9) and (VET)
This section will cover the steps used to complete the Job Analysis Promotion Plan Template
using Resumix skills and Veterans Preference.

Click <OPT 9> to display the following screen.
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Follow the steps below to complete the Job Related Skills Window:
Step 1: Creating Element Rules:

Assign - This field allows you to choose the number of points you wish to assign to the
element rule. We normally start at basic eligibility by assigning 70 points.

Points for — This field allows you to choose how many occurrences of matching Resumix

skills for a candidate are required in order for the assigned point value to be applied.

Select from the drop-down menu using the following options:

0 ALL — Allows you to apply the point value for the rule only if al of the Resumix skills
selected are matched.

o0 ANY ONE - Allows you to apply the point value for the rule if any Resumix skill
selected is matched.

o0 NUMBER — A number can be placed in this field instead of making a selection from
the drop-down menu. The number will represent how many skills must be matched
by the applicant in order to match this rule.

For Rule #1 insert “70” points and select “anyone” as the operator.
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Step 1

Step 2: Importing Resumix Skills - Click <lImport Skills List>. The following options Menu will

appear.
Pull skills from the requisition, job

= / description that is open on your desktop.

[Eaptune; franm B ES T Laeate faindan ]
Provides a drop-down menu to select an

Estract from Open RE SUK I Requisition unopened reguisition. Skillsare pulled
Eutract from Other RESUMI- Bequisition(z]... _—— L—— fromthejob description of the
requisition selected.

Estract from Best Qualified D escription

Estract from Major Job Requirementz

: Pull skills from the MJRs or KSAs copied to the Job
Extract from Enowledge, Skills, and Abilities (K545 Analysis Promotion Plan Template.

Estract from Free Form Texst... Provides adialog box for typing or pasting
T text for extracting skills.

For illustration purposes, we will be using the Extract from Major Job Requirements (MJR) option.
When we click on this option, the Resumix skills extracted from the MJRs will be imported to the
skills area of the (OPT9) Window. CPDSS will get the MJRs from your job analysis and process
them through the Resumix Knowledge Base to extract skill, and insert these skills in the value
box for your use. To insure you have a comprehensive skills list in which to choose from you will
also want to extract skills from the Knowledge, Skills, and Abilities requirements (repeating the
same procedures above). These skills will be added to the skills area of the (OPT9) Window.

Caution: When you extract skills from the MJRs and KSA areas you have a direct link to your
Job Analysis. However, if you extract from either the open Resumix requisition or other Resumix
requisition you may be using skills that are not linked to the MJRs and recruitment KSAs used in
your Job Analysis. To avoid this and to maintain the validity of the ranking criteria, you need to
return to the Job Analysis template and type an additional KSA related to the skill that was
extracted (make sure this new KSA is related to the information posted n your Vacancy
Announcement).
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Step 3: Click the down arrow on the value box. A drop-down menu of Resumix skills extracted
from the KSAs will be displayed on your Job Analysis Promotion Plan Template.

Step4

Step 6
-——
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#
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Step 4: Using Element Rule 1, select the appropriate Resumix skills that will identify candidates
who may meet minimum qualification/basic eligibility requirements for your position.

Step 5: Repeat Steps 1 through 4 as necessary until you have an adequate amount of rules to
identify those candidates that meet the below definitions using the appropriate point
values:

Minimum Qualifications/ Basic Eligibility
Better Qualified
Best Qualified

NOTES:

1. The Element, Option 9 (OPT9), must contain a minimum of one Element Rule.
It is recommended that no more than five rules be used.

2. To select more than one Resumix skill, click on the first desired skill, depress
the ‘shift’ key, then click the last desired skill in the row. This action will place a
check in all intervening skills on the list.

3. You can deselect a skill by clicking that skill a second time.

4. The further down you go through the elements, the closer you should be to
identifying the best-qualified candidate.

Step 6: Once you have completed all Element Rules, place the number of points assigned to the
highest Element Rule into the Maximum Points field. (In the above example, the
Maximum Point value is 4.) Click on the “Use this element” field. A check mark will
appear in the box. This indicates the Option 9 (OPT9) element is active in the Job
Analysis Promotion Plan Template.
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OR and AND Logic:

The OR and the AND Logic blocks located at
the bottom of the (OPT9) Window, consist of
the following:

Restriction Data Field

Thiz window allows you to select the data field fa
which you wish to add  restiction. You may select
any data field fram the pulldown list. The special
selection “CLEAR RESTRICTION™ wil rernave the
restriction e frorm the element, The enfire restriction

Iine will be deleted.

1 Apply To Rule

J ALL selection which will apply the disjunctive
restriction line to all element rle lines.

| This window allows you to choose to which element
tule lines you wish 1o apply the Disjunctive Restriction
1 (OR Logic) line. You may enter a line number in the
1 window and press the Insart key to add the entered
line numnber to the list. You may enter any number of
1 walid elernent rule lines. Alsa yau may chaose the
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1 =If 3 | e [ [0 vaheste) [ =
2 | =1 i | [T | £ [T [=]
| =1 = [0vakaaiel [=] [0skanics =
1 i i o | [ [=] [0simie) [ =

Restriction Logical Operator

This window allows you to select the desired operatar o be applisd on the value set from the
pulldown fist. The aperators available to you will be a subset of the following;

Single Yalue Operators {allow you fo enter or select only ane value)

+ EQUAL: Anything that is axactly the same as the value is
cansidered a match,

s NOT EQUAL: Anything that i nat exactly the same as the value iz
cansidered 3 match

+  GREATER THAN: Anything greater than the valuz iz considered & match,

+  LESS THAN: Anything less than the value is considersd 3 match.

s GREATER THAN OR EQUAL:  Anything that iz graatar or equal to the value is
cansidered 3 match

Restriction Value Set

Thig window allows you to select the value or wvalues on which
you wish to compare the value for the candidates using the
selected rule operator. If this window is an agua-blue caolar,
then you restricted to only values from the pull-down list,
Otherwise, you may enter the values in the window and they
will be automatically applied to the value set. Clicking any
other contral in the dialog box will apply the value you entered
to the value set. Likewise you may simply press the insert key
to apply the entered value to the value set. Pressing the Delste
key will reset the value set to zero members. Depending on
the operator chosen, you may be able to choose only one value
or multiple values. If the pull-down list has checkboxes on the
left, then you may choose multiple values. Clicking the mouse
button on a walue in the pull-down list will toggle the checkbox
for that value. Only those values with a check in the checkbox
will be applied to the value set.

(Thisisapartial list only)

NOTE: The “?” mark on the top right hand corner of

your screen can be use to obtain

context help screens (like the ones you see above). Clicked and drag” the “?” mark to any

area on this screen to view the context help screens.
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Data Field:

This Field allows you to add a restriction to one or more of the Element Rules. This field extracts
data from the tables located in Resumix, Modern DCPDS, and the Experience History databases.
(Example: Appointment Type pulls from Modern DCPDS, Typing Speed pulls from Resumix, and
Civilian Skill pulls from Modern DCPDS and Experience History.) See Attachment 2 for a listing of
options

Note: The special selection *CLEAR RESTRICTION** will remove the
restriction line from the element. The entire restriction line will be deleted.

Logical Operator:
Select the desired operator to be applied to the Value field. This selection must be completed
prior to input of the Value Set (discussed below).

Value Set

Select the appropriate value(s) from the drop-down list if this field is blue. Otherwise, you must
type the value(s) to be applied to this field. See Value Set information on the above illustration for
more details.

Apply To Rule

This field allows you to select the Element Rules that you want the “OR Logic” applied to. You
may enter one line number, multiple line numbers or select ALL to identify the element rules that
this “Data Field” will satisfy as a substitution for experience requirements reflected in the Element
Rule(s). Type the line number in the field, and press the Insert key to add the entered line
number to the list. You may also choose the ALL selection to apply the “OR Logic” to all of the
Element Rule lines.

OF Logic
# [rata Field Logical Operator Yalue Apply To Rule

1 |Resuniz Education Level [~ |GREATER THAN OR EQUAL =Rz [1-valuels) [=]
2 I j I j ID-valua[s] I;l ID-value[s] I;l
3 I j I ﬂ ID-vaIua[s] I;l ID-value[s] ILI
4 I =l | =] [rvahies) [=] [o-valueis) [=]

“AND Logic” values are entered in the same manner as “OR Logic”. The only major difference
is in the Apply to Rule/OR Logic.

Apply To Rule/OR Logic
This field allows you to apply “AND Logic” to the line(s) of the Element Rules, the “OR Logic”
lines, or a combination of the two using one of the following:

To apply “AND Logic” to Element Rules, type an ‘R” plus the rule line number and press
the Insert key.

To apply “AND Logic” to “OR Logic” statements, type an ‘O” plus the “OR Logic” line
number and press the Insert key.

To apply “AND Logic” to all Element Rules select “RULE All” from the drop-down list.

To apply “AND Logic” to all “OR Logic” lines select “OR All” from the drop-down list.

AND Logic
# [rata Field Logical Operator Value Apply To Rule/0R Logic
1 |Resumis Education Level ~| | GREATER TH&N OR EQUAL ElE [=] [ovalues] [-] =
2 I j I j IU-va\ue[s] I;l Ling Mumber
3 - + | [0-valuels) +| OoRaLL
I JI JI — I_I O RULE ALL
4 I j I j IU-va\ue[s] I;l _;,
| | |
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Step 7: Click <OK>. This will return you to the Main Job Analysis Promotion Plan Template
screen.

Step 8: Click <VET> to display the following screen.

Click on “Use this element” field. A check mark will appear in the box. This indicates the
Veterans Preference (VET) element is active in the Job Analysis Promotion Plan Tepplate.

[VET) -- VETERANS PREFERENCE [VET]
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Step 9: Click <OK>. Thiswill return you to the Main Job Analysis Promotion Plan Template
screen. Y our screen should show both Option 9 and Veterans Preference active. The
“check mark” indicates the template is active.

GS5/0201/11/DEU/V/PAL - WPS

File Edit “iew Change Statuz Help

=
DS 11 Bl 2«
%F'S Template Hame Career Program MName — Template Status
[Gs/020111/DEUAvPAL =1 [unknovn =] | TEST
Last Modified
[ okt flament 26-DEC-2000 0745
Active I| Element Mame 2 | b & Points | 4 | I b ) :
wES [OPTY)--JOB RELATED SKILLS [SKLZ) 4 286 - Created
vYES [MET)--YETERAMS PREFEREMCE [WET) 10 1.4 I cpdss
I 26-DEC-2000 0743
— Approved

— Template Motes I
Template created from ariginal template GS-201-11 External 9-1-00. ;l

— Archived

DOEY) |
oPT2) |

¥ 5103 |
TS |

Saving Your Job Analysis Promotion Plan Template

Once you have completed your Job Analysis Promotion Plan Template you need to save the
template by:

Clicking File > Save Job Analysis Promotion Plan Template or

Clicking on the Save button. n

When you want to make changes to an existing, template that has an approved or archived
status, you must use File > Save Template As. This feature allows you to make a copy of the
original template. The template will be in a test status that you can then modify to meet your
specific needs. (This feature will prompt you to name the new template and allow you to make
changes.)

Entermg Template Notes:
Place your cursor inside the Template Notes Box.

Type in the desired comments. This box can be used to identify qualification
requirements (Education Substitution, TIG, Physical Requirement, Quality of Experience,
OPM Standard etc.) or any other pertinent information.

NOTE: When the “Save Template As....” function is used, the system automatically

generates a message identifying the original template from which it was created and
deletes any notes that were on the original template.
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Internal Recruitment
This section will cover the steps used to complete the Job Analysis Promotion Plan Template
using Skills Code (previously Table 465).

Click <INTERNAL> to display the following screen:

INTERNAL Ranking and Rating

— Template Information
| BE-031B05INTANT-SK-SECRETARY (04) | Urknovin | TEST
I\NTEF!NAL Ranking and Rating I aximum Paints: ID— ™ Use this element?

~ Element Description
Thiz Job Analpsiz Promation Plan Template element allows you ta assign lodnainte wban an ! bacwadked in a job thathas baan ckile coded with the codes pou specify. ]

A NUMBER can be Step 2 li Step 3
placed in this field

[t instead of making a
T fssion | =] points fo =] | selectionfrom the |
2 Assign ﬁ paints far ghlszNE menu.
3 Asg | poi EACH Skills Code Set
4 ssigh | paints for j Skill: Code Set

ompute By MM
% Logic
Step 1 # Data Field Logical Operatar Walue Apply To Rule

1 I =l | =] [valers) [=] [o-valueis) [=
2 | j | j |D-va\ue[s] |;| |D-value[s] |;|
3 | j | j |D-va\ue[s] |;| |D-value[s] |;|
4 I =l | =] [valers) [=] [o-valueis) [=

—AND Logic
# Data Field Logical Operator Value Lpply To Rule/0R Logic

I j I ﬂ ID'Va‘UE[S] I;I II]-vaIue[s] ILI
2 I j I j ID-va\ue[s] I;l ID-vaIue[s] I;I
3 I j I j ID-va\ue[s] I;l II]-vaIue[s] I;l
4 I j I j ID-va\ue[s] I;l II]-vaIue[s] I;l
Cancel |

Follow the steps below to complete the Internal Ranking and Rating Window:

Step 1: Creating Element Rules:

Assign - This field allows you to choose the number of points you wish to assign to the
element rule. We normally start at basic eligibility by assigning 1 point

Points for - This field allows you to choose how many occurrences of matching Skills

code for a candidate are required in order for the assigned point value to be applied.

Select from the drop-down menu using the following options (quantifiers):

0 ALL - Allows you to apply the point value for the rule only if all of the Skills Code
selected are matched.

0 ANY ONE - Allows you to apply the point value for the rule if any Skills Code selected
is matched.

o EACH -DO NOT USE

o NUMBER: A number can be placed in this field instead of making a selection from
the drop-down menu. The number will represent how many skill codes must be
matched by the applicant in order to match this rule. In the second screen below the
example shows: Rule 2 indicates that an applicant will receive a score of “2” if they
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have any two (2) of the skill codes listed such as; AGC, AGG, AGJ, AGV, AGX, AHH,
etc.

For Rule #1 insert “1” point and select “ANYONE, ALL, or input a NUMBER” to identify a
qualifier.

Step 2: This window contains a field that requires an IN” or "NOT IN” option for your Skills
Code Set. You will select “IN” from the drop-down list when filling from internal sources.

Step 3: Click the down arrow. A drop-down menu of the Skills Codes Table from Modern
DCPDS will be displayed. To select Skills Codes, click inside the corresponding box. Repeat as

necessary to select all relevant skills on the list. This action will place a check in all desired skills
on the list.

Steps 3
&4

Element Rul

B

1 Assign 1 x| pointsfor [any OME 7] Skills Cade Set N | [ovaluels] =

2 Assign j points for j Skills Code Set j Walue | Description

3 Assign x| paints for | Skills Code Set | OaGTPRA  Miltary Personne
X X O aGTH4  Miltary Personne

Azgigh | points for h <

3 & —J e J Sl EeEk Set J O iy Personnel Staffin

Compute By: |Ma=IMUM O 4G¥1BG  Perzonnel Staffin

A O &GW1BG..  Personnel Staffin

Step 4: Repeat Steps 1 through 3 as necessary.

INTERNAL Ranking and Rating

— Template Information

| | | TEST

IINTEHNAL R anking and R ating Maximum Paints: |3 ¥ Use thiz element?

— Element D escription

This Job Analysis Promation Plan T emplate element allows you to assign levels/points when an employee has worked in a job that has been skills caded with the codes you specify.

Number Quantifier

— Elermnent Bul
#
1 Assign |1 LI poirts for JANY ONE =] Skills Code et |IN LI |El-value[s]
2 As=ign |2 LI points for |2 fhd Skills Code Set IM ;I IEl-vaIue[s]
3 Assion 3 =] pointsfor oLl =l Skills Code Set IN [|2GCAGG AG) AGY AGKAHH AHI
4 Assigh LI points for j Skilz Code Set ;I ID-vaIue[s]
Compute By: |MaxIkLUIM
— OR Logic:
# Data Field Logical Operater Walue Apply ToRule
1 ﬂ I j ID-vaIue[s] I;l ID-vaIue[s]
NOTES:

You must have at least one Element Rule. It is recommended that no more
than five are used.

The further down you go through the elements, the closer you should be to
identifying the best-qualified candidate.

Step 5: Once you have completed all Element Rules, place the number of points assigned to the
highest Element Rule into the Maximum Points field. (In the above example, the Maximum Point
value is 3.) Click on the “Use this element” field. A check mark will appear in the box. This
indicates the element is active in the Job Analysis Promotion Plan Template.
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OR and AND Logic:

The OR and the AND Logic blocks located at
the bottom of the (OPT9) Window, consist of
the following:

Restriction Data Field

Thiz window allows you to select the data field fa
which you wish to add  restiction. You may select
any data field fram the pulldown list. The special
selection “CLEAR RESTRICTION™ wil rernave the
restriction e frorm the element, The enfire restriction

Iine will be deleted.

1 Apply To Rule

J ALL selection which will apply the disjunctive
restriction line to all element rle lines.

| This window allows you to choose to which element
tule lines you wish 1o apply the Disjunctive Restriction
1 (OR Logic) line. You may enter a line number in the
1 window and press the Insart key to add the entered
line numnber to the list. You may enter any number of
1 walid elernent rule lines. Alsa yau may chaose the

B4 Eiotn Fred Logical Tpessioy i
N g | i | of e el
| i i | [T [=} [omieeiy T=]
3 [ =) e E E
+ | E ] [0-enhseiz) | = T = =
- MDY Lagic _
* Cinta Flald Lengicl {1 i ke Appip To Ryl Logc: i
1 =If 3 | e [ [0 vaheste) [ =
2 | =1 i | [T | £ [T [=]
| =1 = [0vakaaiel [=] [0skanics =
1 i i o | [ [=] [0simie) [ =

Restriction Logical Operator

This window allows you to select the desired operatar o be applisd on the value set from the
pulldown fist. The aperators available to you will be a subset of the following;

Single Yalue Operators {allow you fo enter or select only ane value)

+ EQUAL: Anything that is axactly the same as the value is
cansidered a match,

s NOT EQUAL: Anything that i nat exactly the same as the value iz
cansidered 3 match

+  GREATER THAN: Anything greater than the valuz iz considered & match,

+  LESS THAN: Anything less than the value is considersd 3 match.

s GREATER THAN OR EQUAL:  Anything that iz graatar or equal to the value is
cansidered 3 match

Restriction Value Set

Thig window allows you to select the value or wvalues on which
you wish to compare the value for the candidates using the
selected rule operator. If this window is an agua-blue caolar,
then you restricted to only values from the pull-down list,
Otherwise, you may enter the values in the window and they
will be automatically applied to the value set. Clicking any
other contral in the dialog box will apply the value you entered
to the value set. Likewise you may simply press the insert key
to apply the entered value to the value set. Pressing the Delste
key will reset the value set to zero members. Depending on
the operator chosen, you may be able to choose only one value
or multiple values. If the pull-down list has checkboxes on the
left, then you may choose multiple values. Clicking the mouse
button on a walue in the pull-down list will toggle the checkbox
for that value. Only those values with a check in the checkbox
will be applied to the value set.

(Thisisapartial list only)

NOTE: The “?” mark on the top right hand corner of

your screen can be use to obtain

context help screens (like the ones you see above). Clicked and drag” the “?” mark to any

area on this screen to view the context help screens.
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Data Field:

This Field allows you to add a restriction to one or more of the Element Rules. This field extracts
data from the tables located in Resumix, Modern DCPDS, and the Experience History databases.
(Example: Appointment Type pulls from Modern DCPDS, Typing Speed pulls from Resumix, and
Civilian Skill pulls from Modern DCPDS and Experience History.) See Attachment 2 for a listing
of options.

Note: The special selection *CLEAR RESTRICTION** will remove the
restriction line from the element. The entire restriction line will be deleted.

Logical Operator:
Select the desired operator to be applied to the Value field. This selection must be completed
prior to input of the Value Set (discussed below).

Value Set

Select the appropriate value(s) from the drop-down list if this field is blue. Otherwise, you must
type the value(s) to be applied to this field. See Value Set information on the above illustration for
more details.

Apply To Rule

This field allows you to select the Element Rules that you want the “OR Logic” applied to. You
may enter one line number, multiple line numbers or select ALL to identify the element rules that
this “Data Field” will satisfy as a substitution for experience requirements reflected in the Element
Rule(s). Type the line number in the field, and press the Insert key to add the entered line
number to the list. You may also choose the ALL selection to apply the “OR Logic” to all of the
Element Rule lines.

OF Logic
# Data Field Logical Operatar Walug Apply To Rule

1 |DCPDS Education Level | |GREATER THAN OR EQUAL =l values

2 I j I j IU-value[s] ILI ID-VaIuE[s] ILI
3 I j I j IU-value[s] ILI ID-VaIuE[s] ILI
4 I j I j IU-value[s] ILI ID-value[s] ILI

“AND Logic” values are entered in the same manner as “OR Logic”. The only major difference
is in the Apply to Rule/OR Logic.

Apply To Rule/OR Logic
This field allows you to apply “AND Logic” to the line(s) of the Element Rules, the “OR Logic”
lines, or a combination of the two using one of the following:

To apply “AND Logic” to Element Rules, type an ‘R” plus the rule line number and press
the Insert key.

To apply “AND Logic” to “OR Logic” statements, type an ‘O” plus the “OR Logic” line
number and press the Insert key.

To apply “AND Logic” to all Element Rules select “RULE All” from the drop-down list.

To apply “AND Logic” to all “OR Logic” lines select “OR All” from the drop-down list.

AMD Lagic
#

[iata Field Logical Operatar Walue Apply Ta Rule/0R Logic
1 IInstructiona\ Program j IIN j |4-value[s] |;| |D-value[s] |;
2 I j | j |El-value[s] ILI Line Mumber
j [ = | | Jo-aluet - EEE&L:LL
I j I j IDrvalue[s] I;I

< | »

Step 6: Click <OK>. This will return you to the Main Job Analysis Promotion Plan Template
screen.
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Saving Your Job Analysis Promotion Plan Template

Once you have completed your Job Analysis Promotion Plan Template you need to save the
template by:

Clicking File > Save Job Analysis Promotion Plan Template or

Clicking on the Save button. H

When you want to make changes to an existing, template that has an approved or archived
status, you must use File > Save Template As. This feature allows you to make a copy of the
original template. The template will be in a test status that you can then modify to meet your
specific needs. (This feature will prompt you to name the new template and allow you to make
changes.)

Enterlng Template Notes:
Place your cursor inside the Template Notes Box.

Type in the desired comments. This box can be used to identify qualification
requirements (Education Substitution, TIG, Physical Requirement, Quality of Experience,
OPM Standard etc.) or any other pertinent information.

NOTE: When the “Save Template As....” function is used, the system automatically generates
a message identifying the original template from which it was created and deletes any
notes that were on the original template.
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Viewing and E-mailing the Job Analysis Report

To send the Job Analysis to the manager for review Click on the Job Analysis/Job Analysis

Promotion Plan Template Report button.

18] GS-0318-05-INT-ANT-9K-SECRETARYJ0A) - Job Analysis Promotion Plan

File Edt “iew Change Statuz Help
2R T =
DS ol 23 2l

| Job Analyziz Promation Plan Template Mame Career Program Name

IGS-031 8-05-IMT-4NT-9K-SECRETARY [04) ﬂ I Unknown j
— Template Elements
Aictive I Element Mame s I Max. Points I 4 I
YES  IMTERMAL Ranking and Rating 4 100.0
— Template Maotes

— Template Statuz

| TEST

Last Modified
I 19-JUN-2002 10:31
— Created

| GILLJ

I 19-JUM-2002 10:31

— Approved

r—Archived

|Fer Help, press F1

9 99 <@

e
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The Job Analysis Promotion Plan Template Report Preview Window (below) will be displayed.
This window shows the best qualified description, the major job requirements, the KSAs, the total
number of elements in the template, total possible points, element name (INTERNAL or (OPT 9),
if the Element is Active in the template, maximum points possible, element percentage, Rules,
and the job skills for each.

Page 1 of 2

Job Analysis Promotion Plan Template Report

Job Bnalysiz Termplate Name: GE-0503-05-INT-AXG-ST-MEDIC AL Crestor: BUDYE Template Status: TEST
LI 2 A pprover: Approved Date:
Career Progam:  Unknown Archiver: Arzhived Date:
03-Jul-2002 Last Modified Date: 03-Jul-2002

Mare of Creating Staffing Specialist: Moreton, Wanessa
Marme of Subjct Matter Expert:

Best Qualified Dascription:

CAMNDIDATES WHO SCORETHE HIGHEST ARE AMOMNG THE BEST 0 UALIFIED.

Major Job Requirermernts: |

The primary purpese ofthis position isto collect, review, and analyze data reported from all Medical Clinic departments conceming the Medical Expense and
Performance Reporting Svstem (M EP R5). Medical Expense and Reporting  ystem isthe accounting systern for tracking all medical group workload, personnel
timefattendance, and expenses. The incumbent will prowide direct support to the Business Qpemtions Chiefbyidentifying the monthly WM EPR S data fram all
patient and outpatient services; ancillary services to include phammacy and radiology; support services made up of Command and administration ; special
programs such as prewventative medicine, immunizations; foraccuracy and appropriatenesz. Monitors the timely collection of data. Summarizes the statistical
data collection throughout the facility. Reviews reported statistics to ensure data is reasonable and agrees with previously reported data. Performs calculations
and adjustm ents as necessary. Based on knowledge of expense classification and MEPR S work center definitions, collects direct expense data based on
operating budget ledger (0B L)documents and cost center management listing. Consolidates and makes adjustments to data including depreciation expense,
base support expense, externalloaded and borowed labor, funded TO ¥z, ete. Dewelops maornthly personnel utilization and expenze repartz in support of
manpower costing requirements. Plans, organizes, and conducts evaluative analysiz of progams, and conducts special studies on zuch data elements as
medical workload, unit costs, manpowerutiliz ation and othermanagement indicators aszociated with the delivery of health care.

Frowlegde , Skills, and Abilities [K58s ]

1. Knowledge ofapplicable cliniz, Air Force and Department of Defenze directives on the MEP RS and related clinic systems. Knowledge and understanding of
the total clinic operation to include its organiz ation, staffing, and physizal plant, as well as the workload and cost interrelationships ofthe work centers. For
example, recognizing those wor centers which provide support to others in the delivery of direct care which necessitates a proper distribution of costs to
receiving accounts in order to reflect total cost of cane provided wersus just direct costs,

2. Knowledge and understating of standard Air Force accounting procedures used in maintaining, balancing, and closing aceount; an understanding of the Air
Force accounting structure to include the relationships among Maps, Peeks, RCJ/CCsE, and Epics, within the automated fiscal system ; and an understanding of
related standardized management reports (2.9., O0BL, RC/CC Medical Manager Cost Center Reports, Project Fund Management Record (P FMR)and Base
Lewel Inquiry System (BLIS) reports.

3. Knowledge ofanalyzis techniques to determine need for adjustments and aceount balance reconciliations. The abilityto determine appropriate corrective
adjustments and implement cornective actions.

4. Ability to use a personal computer and awtom ated system # including data peint hardware and abiltyto perform system activities like removing disk packs,
et

Ranking Criteri

Trtal Horber TF Flements In Ternlat e 1 Trital Prirts Pnssible ann
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& WPS Template Report Preview Window

W< 20t2 r ] =22 8] [ =]

Page 2 of 2

Job AndysisTerplde Name: 62, PAMOANS MaN3Zement Specialst, GE-0201-12

OR Logic Restrictions:

AND Logio Restriction=:

Fiecruiter's Desktop | 5] 62 GS-021211. P. ||n§‘wp5 Template. .. |<fe 12aM

i Start| [5] Public Folders - Mi... | B7template.dos - Mic...| 4§t CPDSS - Civiian P...| T, 62, Personnel ba... |

NOTE: This document will become a part of your electronic case file.
E-mailing the Job Analysis/Job Analysis Promotion Plan Template Report

While the Job Analysis Promotion Plan Template Report Preview Window is open, click the
Export button.

Job Anakysis Promotion Plan Template Report

Job Bl yuin Templsis Hams: BEOS03-05-INT -A50-5 T-WEDICAL Crestar BUDTE Templsts Habas: TEST
FIMAMC 8L TECH
L pprausr Approws d Cnks:
Careed Frosmim: Unknesn Aot Arehived Dats:

D3-Ju-Ene Lmat Mechfied Cobs : 0-Jul-2007

Mame of Crazting S1aMing Speciz i Mareton wanessg
Hame of Gubpsot Watier Expert:

|Bm‘|. D'wlified Daseription:
|EEMDIDATES WiHD SCORE THE HIGHEST RE A0 RO THE BES T OUALIFIED.

Hajor Aok Fequrenents: |

The primare purposs of This peskion is10 colac. redan . and @alyee dana rapened wom a3l Medieal Cide dapanmems oneaming the Wedeal Espans s and
P-eric-rmam:.t Reporfing Syzien (M EPAS) Medea Expens: and Azpating 5ystem izthe acmunting swmem neirsecking al medioal graup warkiead . personnel

tme/ . and eap Tha tentu l provide direet suppartte the Business Dperions Chatoyidenifing the morinly WMEP RS dzia fam all
putmn and oupatisn services: mnciley servess b inchids pham syand radicoo suppart asruices mads up o Cammand and sdminciration; speoal
pregrams such 3s presncadue madicd ans ; wr wand app i tha Gmey col af dam . Fummarzes the sadsRal

dana colkeod an theugheu the Gelis. Agukus mparkd Aatstes 10 eisun d3E & raazanabla and agrees Wik pravicasly epomed da@. Perarms cakulaions
and adjusiments 35 necesmary. Based an knoaledge o expanse dassifoatin and MEP RS wirk semer dewithns, oolleats d"\enﬂ‘ spEnse data bazed on

opsrming budgst lsdpsr €0 BLjdacumsniz and cout center maragsmend |xhing . Cansalidete: snd mekss 1o diim smanzs,
s zupport sapsnis, seernal baded snd berousd lbor, fnded T Y&, st Oewlopa marhly pemannsl uiloation and sspsnas reporic in zupport of
cosling i Planz, srganias, and vanduets awaliative analais of pragmams , and cenduds spasial udes oh such 13 skimants a:
mednl Laklead, URA S0STE MANRLE £r Ik atian A0 ather o Bpad whh ke deliven of heahh are.
Firvoi e gk, 2kilS, wnd AbTIbes [ HEAST e
1. Enawlkdge aTapplvabk divic, & Fems and Dap of Defnse direotives o the M EF FF and ralagd elinfe syaems. Knowledis and wdarstanding of
ihe 10ml cinta aperatian to Mol A5 iganiz sdon. s@fng. ond phusial plam. as well a5 the sakioad and gost intemeh Hps of the mork oenters. Far
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The following Export Window will be displayed. Select “Exchange Folder” from the Destination
drop-down list. Click <OK>.,

Eormat:

I.-'-‘u:ru:ubat Format [POF) LI

. Cancel |
Destination:
rchange ; i —

The Choose Profile dialog box will appear. Click <OK>,

Chooze Profile I

Frafile Mame: j Mew, .,

|

| (0] 4 I Cancel | Help | opkions :=-:=-|

Select “Inbox” on the Select a Folder dialog box. Click <OK>.

Salect a folder | x|
| DL T ]

Foldar:
: Carmcal
[Mnﬂmp%ﬁrﬂnﬂ Civ AFPL/OPCTHEHnboe _I

Select a Folder o0 an Address Book:
=10 W hited
=1 ] Maifbo - Wihite Aethory Civ AFPC/DECTI
[ Cabenda
[ Contacts
L] Dreleted Ibems
(L) Drafts
— .
[ Jowrrat
[ Haores
23 Dutbox
[ Sertt ltems
2] Tacks
#-= Public Folders

You can also select the following option to send the JA/Job Analysis Promotion Plan Template
Report directly to the manager for review.

4-35



While the Job Analysis Promotion Plan Template Report Preview Window is open, click the

Export button. |
T 1rsh Bevwtysis Prsemsnbion Man Temnslake Basork Presisse Win i oss | =7

4 4 1a83 ol S T 00w =
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el 0 [ Lot WiochAad Dube : 00-Jub-d000
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The following Export Window will be displayed. Select “Microsoft Mail (MAPI)” from the
Destination drop-down list. Click <OK>.

Export [

Farmat:
£
i

I.ﬁ.cru:ul:uat Farmat [FOF]

()
fu
=
]
LN

Destination:

The following Send Mail Window will be displayed. Type in the email address or click the
“address” box to pull from your email address list. The “Message” box can be used to type
instruction to the manager. When email is complete click the “Send” box.

| Send Mail =]
Canicel I

Send | Check Mames

Subject: I

Mezzage
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Chapter 4, Attachment 1

Job Analysis Promotion Plan Element Description

ELEMENT BUTTONS

DOE = Diversity of Experience
STD = Standard
OPT = Optional

Non-Career Program Elements

OPT9-JOB RELATED SKILLS (SKL3) - ThisJob Analysis Promotion Plan element allows you to check
for specific job related or technical skills stored in an employee's Resumix skills table and to assign points
if the employee has any ONE of the skillslisted on that line. Because this option gives points for only the
highest value, which an employee can meet, it has the effect of "grouping" candidates likeaPLF. (See
Optional Element #7 and #8 for alternative waysto assign points.) The skillslist of values will initialy be
empty. To add skillsto thislist of values simply double-click the desired skill in the RESUMIX
Knowledge Base window. Y ou will then see the skill in thelist of values.

VET — VETERANS PREFERENCE (VET) - This element provides the capability to apply veterans
preference for competitive examining (including DEU and outside-the-register certificates) and
noncompetitive certificates (including VRA and excepted services).

INTERNAL — INTERNAL RANKING AND RATING - ThisJob Analysis Promotion Plan element allows
you to assign level s/points when an employee has worked in ajob that has been skills coded with the codes

you specify.

Career Program Elements

DOE1-MULTI-COMMAND (MCMD) - ThisJob Analysis Promotion Plan element counts the number of
different major commands in which the employee has worked and assigns points for the number found.
(CAREER PROGRAM ONLY)

DOE2-MULTI-LEVEL (MLVL) - This Job Analysis Promotion Plan element allows you to assign points
for work at Headquarters, Major Command, or Base level. (CAREER PROGRAM ONLY)

DOE3-MULTI-OCCUPATIONAL SERIES (MOCC) - ThisJob Analysis Promotion Plan element allows
you to assign points based on how many different occupational seriesin which an employee has worked.
(CAREER PROGRAM ONLY)

DOE4—-MULTI-OCCUPATIONAL SERIES (OCC2) - ThisJob Analysis Promotion Plan element allows
you to assign points based on how many different groupings of occupational seriesin which an employee
hasworked. The user decides how to group the occupational series. (CAREER PROGRAM ONLY)

DOE5 - MULTI-SKILLS (MSKL) -This Job Analysis Promotion Plan element allows you to assign points
when an employee has worked in ajob that has been skills coded with the codes you specify. (CAREER
PROGRAM ONLY)

DOE6—-MULTI-ORGANIZATIONAL FUNCTION (MORG) - ThisJob Analysis Promotion Plan element

counts the number of different organization structure codes in which an employee has worked and assigns
points for the number found. (CAREER PROGRAM ONLY)
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DOE7 — SUPERVISORY/MANAGERIAL (SUPV) - This Job Analysis Promotion Plan element allows
you to assign points for supervisory and managerial experience. (CAREER PROGRAM ONLY)

STD1 - PROFESSIONAL MILITARY EDUCATION (PME) - ThisJob Analysis Promotion Plan element
allows you to assign points for PME completed by an employee. (CAREER PROGRAM ONLY)

STD2 — PROFESSIONAL CIVILIAN EDUCATION (PCE) - ThisJob Analysis Promotion Plan element
allows you to assign points for PCE completed by an employee.(CAREER PROGRAM ONLY)

STD3 - FORMAL EDUCATION (EDUC) - ThisJob Analysis Promotion Plan element allows you to
assign points for the highest educational level achieved by the employee (CAREER PROGRAM ONLY)

STD4 - ACADEMIC MAJOR (ACAD) - ThisJob Analysis Promotion Plan element allows you to assign
points for having a degreein a specific field of study. (CAREER PROGRAM ONLY)

STD5—- ANNUAL RATING (RATG) - ThisJob Analysis Promotion Plan element allows you to assign
points based on the employee's annual rating for the last 3 years. The formulais fixed, but you can adjust
the standard 30 point maximum value up or down. (CAREER PROGRAM ONLY)

OPT1- GOVERNMENT TRAINING (TRNG) - ThisJob Analysis Promotion Plan element allows you to
assign points for government sponsored training not covered in PME and PCE. Typically, thiswould be
training related to the career field.(CAREER PROGRAM ONLY)

OPT2 - OVERSEAS EXPERIENCE (OSEA) - ThisJob Analysis Promotion Plan eement allows you to
assign points for overseas experience. |f you wish, you can give more points for overseas experiencein a
certain major command; and lesser points for any other overseas experience by using the "not in"
comparator and listing those command codes for which you gave greater points. (CAREER PROGRAM
ONLY)

OPT3— PROFESSIONAL/ACQUISITION CERTIFICATIONS (CERT) - ThisJob Analysis Promotion
Plan element allows you to assign points for work related certifications. (CAREER PROGRAM ONLY)

OPT4 - AWARDS (AWDS) - ThisJob Analysis Promotion Plan element allows you to assign varying
point values for award codes stored in an employee's record. (CAREER PROGRAM ONLY)

OPT5—-MULTI-LOCATIONS (MLOC) - This Job Analysis Promotion Plan element allows you to
approximate a check for mobility. Y ou must check and understand location codes stored in registrant
records.

OPT6—JOINT COMMAND EXPEIRENCE (INT) - ThisJob Analysis Promotion Plan element allows
you to give points for having worked in ajoint services command. (CAREER PROGRAM ONLY)

OPT7—-JOB RELATED SKILLS (SKL1) - ThisJob Analysis Promotion Plan element allows you to check
for specific job related or technical skills stored in an employee's Resumix skills table and to assign points
for each skill found. (See Optional Element #8 and #9 for alternative ways to assign points.) The skillslist
of valueswill initially be empty. To add skillsto thislist of values simply double-click the desired skill in
the RESUMIX Knowledge Base window. You will then see the skill in thelist of values. (CAREER
PROGRAM ONLY)

OPT8—-JOB RELATED SKILLS (SKL2) - ThisJob Analysis Promotion Plan element allows you to check
for specific job related or technical skills stored in an employee's Resumix skills table and to assign points
if the employee has any ONE of the skillslisted on that line. (See Optional Element #7 and #8 for
aternative ways to assign points.) The skillslist of valueswill initially be empty. To add skillsto thislist
of values simply double-click the desired skill in the RESUMIX Knowledge Base window. Y ou will then
seethe skill in thelist of values. (CAREER PROGRAM ONLY)
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OPT9-JOB RELATED SKILLS (SKL3) - ThisJob Analysis Promotion Plan element allows you to check
for specific job related or technical skills stored in an employee's Resumix skills table and to assign points
if the employee has any ONE of the skillslisted on that line. Because this option gives points for only the
highest value, which an employee can meet, it has the effect of "grouping” candidateslikeaPLF. (See
Optional Element #7 and #8 for alternative ways to assign points.) The skillslist of valueswill initialy be
empty. To add skillsto thislist of values simply double-click the desired skill in the RESUMIX
Knowledge Base window. Y ou will then see the skill in the list of values.

OPT10—- BEHAVIORIAL INVENTORY (BI) - ThisJob Analysis Promotion Plan element allows you to
use a Bl score as part of the Job Analysis Promotion Plan. Y ou have only two choices to make. Identify
which Bl scoring to use from the drop down; and enter the maximum point value. All scores have been
processed using a maximum point value of 100 and will be proportionally adjusted up or down to fit the
maximum value you select. (CAREER PROGRAM ONLY)

OPT11— INTERVIEW OR MANAGEMENT ASSESSMENT (INTV) - This Job Analysis Promotion Plan
element allows you to use an Interview score as part of the Job Analysis Promotion Plan. You have only
two choices to make. Identify which Interview Score to use from the drop down; and enter the maximum
point value. All scores have been processed using a maximum point value of 100 and will be
proportionally adjusted up or down to fit the maximum value you select. (CAREER PROGRAM ONLY))

OPT12 - TECHNICAL ASSESSMENT (TA) - ThisJob Analysis Promotion Plan element allows you to
use a TA score as part of the Job Analysis Promotion Plan. ToincludeaTA inaJob Analysis Promotion
Plan, check this element to be used and enter a maximum value. These are the only entries to be made
here. When avacancy isbeing filled, it will be necessary to identify the type of TA which applies and the
"weight" valuesfor the TA elements applicable to the vacancy. Thisisdone by enteringthe TA ID ("C"
for contracting, "M" for manufacturing, etc.) and the weights for the six (6) supervisory/managerial
elementsin Resumix Requisition custom field "TA TYPE/SUPV"; and by entering the weights for the TA
technical elementsin Resumix Requisition custom field "TA TECHNICAL WEIGHTS".(CAREER
PROGRAM ONLY)

OPT13 — NON-FEDERAL EXPERIENCE (NFED) - ThisJob Analysis Promotion Plan element allows
you to give points for having non-Federal work experience. This can include military experienceif you
wish by including experience type code "M" aswell as"N". If the next element is not being used, it can be
used to look for a second kind of non-Federal work despite it's element name. (CAREER PROGRAM
ONLY)

OPT 14 - OTHER FEDERAL EXPERIENCE (FEDX) - ThisJob Analysis Promotion Plan element allows
you to give points for having other Federal work experience. This can be non-AF experience or non-DoD
experience depending on how you use agency codesin your conditional statements. If the previous
element is not being used, it can be used to look for a second kind of other Federal work despite it's element
name. (CAREER PROGRAM ONLY)

OPT15 - PROMOTIONS (PROM) - ThisJob Analysis Promotion Plan element allows you to give points
for an employee's rate of promotion expressed as how many grade increases have occurred over a specific
period of time from today's date. (CAREER PROGRAM ONLY)

VET — VETERANS PREFERENCE (VET) - This element provides the capability to apply veterans
preference for competitive examining (including DEU and outside-the-register certificates) and
noncompetitive certificates (including VRA and excepted services).

INTERNAL — INTERNAL RANKING AND RATING - ThisJob Analysis Promotion Plan element allows
you to assign level s/points when an employee has worked in ajob that has been skills coded with the codes

you specify.
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Chapter 4, Attachment 2

Job Analysis Promotion Plan Template AND/OR Logic

Internal AND/OR Logic Options: The following options are appropriate for use when

building an Internal Job Analysis Promotion Plan Template.

Acquisition Career Level
Acquisition Position Career
Appointment Type
Assignment Command
Civilian Grade

DCPDS Education Level
Demo Broadband

Demo Pay Plan

Experience Total Months
Experience Type

GSA Geographic Location
Instructional Program
Occupational Certificate Date
Occupational Certificate Kind
Occupational Series
Organizational Function Code
PERM-PAS

Pay Plan

Servicing Personnel Office ID
Skills Code Set

Steno

Supervisory Responsibility Level

Training Program
Typing Speed

Vacancy Effective Date
Work Schedule

External AND/OR Logic Options: The following options are appropriate for use when

building an External Job Analysis Promotion Plan Template.

Eligibility Status

High Grade Held
Resumix Education Level
Steno

Typing Speed

Veterans Preference
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